AgLearn Job Aid — ARS SF-182 Approval Process October1, 2007

The SF182 Approval Process

The SF182 electronic approval process begins after a user submits a request for external training. In order to
accommodate a six level universal (department wide) process, all agencies have been given a six level approval
process. For those agencies that do not have a six level process, the approval is automatically forwarded
through the extra "blank" approval levels by the auto approval process (TAP). This "auto-approver" is like a
system robot that checks the queue every few minutes, looking for a request that has been submitted by a
supervisor. When it sees that request, it automatically sends the request through each approval level (Step) that
does not have an associated person named.

ARS’ process consists of three steps of approvals, steps 1, 2, and 6. The auto-approver will automatically move
the document through steps 3, 4, and 5. Please follow the steps below for the approval process.

Step  Activity View
1. The user at this point has_ already 1. Select the Learning tab
logged into aglearn and filled out 2. Select SF-182 Request
the SF-182 Request with the 3. Select New Request
training information. 4. Complete the form
2. The user completes an SF-182
requests and clicks Submit.
3. The approval submission screen o
alerts the user that the request will ~ Approval Submission
. . ubmit for Approva
reqUIre a SIX Step, approval :F_hzait‘;km/request selected requires approval using the steps listed below.
prOCESS. Any steps that do not have a user listed must have a name filled in before the request can be submitted.
Step 1 will be the user's Approval Step ADDIOVErs
supervisor. Step 1 Supervisor Level 1 (Show All)
; “ » i Step 2 Select User for Approver
Step 2 will be “Approver 1" —this is 5,3 Approver 2
the person who approves Step 4 Approver 3
expenditures. Step 5 Approver 4
Step 6 Select User for Approver

Step 3-5 will be “Auto-approvers” —
the system will automatically move
through these steps.

Step 6 is the person to review the
form for accuracy, add accounting,
billing info, and print the form
before submission.
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4.

Step 1 — the supervisor's name
should already be populated from
the user’s personal profile. Click
the “show all” to show the
supervisor name. If this process
has not been followed, the user
may conduct a search, however,
the supervisor's name should be
populated via the personal profile.

Step 2 & 5 — choose the “ Select
User for Approver” link to search
for and add the name of the Step 2
approver (Fund Holder) and the
Step 6 approver.

The user clicks Submit to confirm
the submitted request.

A confirmation of a successful
request submission is displayed,
with instructions of how to check
the approval status as it moves
through the approval status.

Note: At this point, the request begins
to move through the approval process.
The user can periodically check the
status of the request by clicking SF-
182 Requests on the Learning Menu.

The supervisor receives an email
alerting her/him that a Step 1
Approval is required for a
subordinate.
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Approval Step Approvers

Step 1 Supervisor Level 1 (Show All)
Step 2 Select User for Approver

Step 3 Approver 2

Step 4 Approver 3

Step 5 Approver 4

Step 6 Select User for Approver

Add Peer Approvers

— Search for Users

Search for Users to add

User ID: [Gon
Last Name: [cCon

First Name: [Conf
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o
3
o
z
o
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Request, Authorization, Agreement & Certification of Training

External Learning Request Form

Your External Learning Course Request is Successfully submitted to the specified approvers for the approval.
Please check the external learning request list for the approval status.
Course Title: Program Management 101

B ¢+ [ g From Subject Received

=l pate: Today

| aglearnsy gov  Step 1 App equired for Kafshi Al ‘Wed 8/29/2007 9:22 AM
(=4 ) Kafshi, Ali RE: Auto approver and SF 182 requests from the past ~ Wed 8/29/2007 9:21 AM
) Kafshi, Ali RE: Auto approver and SF 182 requests from the past  Wed 8/29/2007 9:20 AM

4  Gray, Stanley Fw: Auto approver and SF 182 requests from the past  Wed 8/29/2007 9:09 AM
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8- The email inStrUCtS the SUperVisor B step 1 Approval Required for Kafshi Al - Meszage (Plain Text)
to login to AgLearn and go to the P Edt Yew et fomat Joos Actons Hep
Approvals section to examine the R L5 LI TE A IR TRATC IR I AT XY -
training request. in e e R
E;)ea: Step 1 Appraval Required for Kafshi All
Kafshi Ali (AKD09003)
Haz requested the following activity for approval:
External Learning Request: Program Managoment Training
Start Date/Time: 8/30/2007
BEnd Date/Time: B/31/2007
The requestor's comments:
You are listed as an approver in the Step 1 step of the approval process.
Approvals section of Aglearn at your earli to
equest. If you have any questions about the
ting the activity, or your learning coordi
9. The supervisor Logs into AgLearn i
and notl_c_es an alert stating the}t. @ You have User training approvals
user training approvals are waiting
for action. The supervisor clicks on Catalog
the red alert phrase “You have Wiew all available instructor-led items:=
User training approvals” to reach Wiew all available online itemss
the first approval screen. Browse Catalog»
10. The supervisor (Step 1 approver) o e g s e
clicks the Approve button. B Ertar Freazans for Approvats or Genkels SR CiBeckiepsdstns o |
Note: The supervisor can Deny or skip > a1 —r——— w0 Bt O o Go
the request as well. Our
documentation follows only the
process for approval.
11. The supervisor clicks Next to move s
on to the next screen. %
12. If the supervisor chooses, an
approval reason can be entered
before clicking Next, otherwise,
this field is optional.
13. The supervisor reviews the

information, and then clicks
Confirm to finalize the Step 1
approval.
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14.

15.

16.

17.

18.

19.

A confirmation message displays,
indicating that the approval step is
complete and that email
notifications are being sent to all
affected users.

The the Step 2 approver, receives
an email indicating that a Step 2
approval is required.

The email instructs the Step 2
approver to login to AgLearn and
go to the Approvals section to
examine the training request.

The Step 2 approver Logs into
AgLearn and notices an alert
stating that user training approvals
are waiting for action. The
approver clicks on the red alert
phrase “You have User training
approvals” to reach the first
approval screen.

The Step 2 approver clicks the
Approve button.

Note: The Step 2 approver can Deny
or skip the request as well. Our
documentation follows only the
process for approval.

The Step 2 approver clicks Next to
move on to the next screen.

The SF182 Approval Process

Pending Reviews and Approvals

= Success

Tou have successfully completed the employes aporoval and denial process. E-mail notfications have been sert to all affected Users,

B v [4 |G From Subject |Received

=) Dpate: Today
.| aglear gov  Step5 App equired for Kafshi Ali ‘Wed 8/29/2007 9:29 AM
(=4 0 Kafshi, Ali RE: Auto approver and SF 182 requests from the past  Wed 8/29/2007 9:21 AM
(-  Kafshi, Ali RE: Auto approver and SF 182 requests from the past  Wed 8/29/2007 9:20 AM

4  Gray, Stanley Fw: Auto approver and SF 182 requests from the past  Wed 8/29/2007 9:09 AM

I step 1 Approval Requirsd for Kafshi All - Meszage (Plain Text)
D ple EdE Vew neert Format ook Actions  Help

i geply | Clireplytond| ChForpard [ | A ¥ S MK e -e - N v-!

From:  aplearmsystemdiusda.gov
To: Catti, Dvaayne

Sent: Wed 8/29/2007 9:20 AM

Subject: Step 1 Approval Fequired for Kafshi Ali

Wafshi Ali (AKS99000)

Has requested the following activity for approval:
External Learning Remqueat:

Program Management Training

Scart Date/Time: B8/30/2007
End Date/Ti B/s31/2007

The requestor's comments:

You are listed as an approver in the Step § step of the approval process.

of Aglearn at your earli to
y = any questions about the

ting the activity, or your learning
Alerts
@ vou have User training approvals=
Catalog
View all available instructor-led itemss
View all available online itemss
Browse Catalogs
No items were found using this search criteria.
= External Training (1)
P Enter Reasens for Approvals or Denlals & Al  Direct Reports Only =
User Name . Approve All/ Deny All
¥ Kafaks, Al A Progearm Management Teaining O ey N r- ve © Deny © Skip

il

i
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20. If the Step 2 approver chooses, an

approval reason can be entered
before clicking Next. (Optional)

21. The Step 2 approver reviews the
information, and then clicks
Confirm to finalize the Step 5
approval.

22. A confirmation message displays,
indicating that the approval step is
complete and that email
notifications are being sent to all
affected users.

Note: At this point, the request now
moves to the Step 6, Final approver.

23. The SF182 request now moves
through Step 3, Step 4 and Step 5
of the approval process. Because
no names are associated with
these levels, the request is

forwarded on by an auto approver.

24. The the Step 6 approver, receives
an email indicating that an
approval is required.

The SF182 Approval Process

0.00|

dbew = | K [ 1D 7 [l S | e duog ot

1| 0|0 From Subrject Received / 1 Sire | ¥
9858

= b 1232 P

iR Gray, Stankey Canceled: Vertex Bl-weskdy Status Mestng
Rismesmert Survey

Wed BI22007 94 AM 1]
Wed §/29/2007 10: 13 24 WIKE

3 limorcow Duer beasokatong. com
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25. The email instructs the Step 6
approver to login to AgLearn and
go to the Approvals section to
examine the training request.

26. The Step 6 approver logs into
AglLearn and notices an alert
stating that user training approvals
are waiting for action. The
approver clicks on the red alert
phrase “You have User training
approvals” to reach the first
approval screen.

27. The Step 6 approver clicks on the
title of the form to review the form
for accuracy, add accounting,
billing info, etc., and makes
changes as needed, then clicks the
Approve button as shown in the
display.

Note: For instructions on information
to be entered on the SF-182 (e.g. doc
#, billing address), please go to
http://www.afm.ars.usda.gov/forms/
EMPDEV/SF182-Instructions.PDF to
receive these instrucitons.

28. The Step 6 approver clicks Next to
move on to the next screen.

The SF182 Approval Process

I step 1 Approval Requirsd for Kafshi All - Meszage (Plain Text)
fHe Edt Vew Jnsert Format Jook Actons Hep
i geply | Clireplytond| ChForpard [ | A ¥ S MK e -e - N lr_a-a

From:  aplearmsystemdiusda.gov Sent:  Wed 8/29/2007 9:20 AM

To Catti, Ovayne
(=5
Subject: Step 1 Approval Fequired for Kafshi Ali

Kafshi Ali (AK909000)
Has requested the following activity for approval:

External Learning Remquest: Program Management Training

Start Date/Time: 8/
End Date/Time: B/31/2007

The requestor's comments:
li=sted as an approver in the Step 6 step of the approval process.
pprovals section of Aglearn at your earli

f you have any questions about the
ting the activity, or you i

Alerts
@ vou have User training approvals=

Catalog

View all available instructor-led items=
View all available anline items=
Browse Catalogs

Ko items were found using this search criteria
= External Training (1)
F  Enter Reasons for Approvals or Denfals & an © Direct Reports Ont

User Name .

Approve All/ Deny All
® Kalsh, Al & -

Prograrn Management Training

0.00 EXTIRMAL LEARMING | @ aooo ™ pone O Skip
A r Approv v i
4]
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29.

30.

31.

If the Step 6 chooses, an approval
reason can be entered before
clicking Next. (Optional)

The Step 6 approver reviews the
information, and then clicks
Confirm to finalize the Step 6
approval.

A confirmation message displays,
indicating that the approval step is
complete and that email
notifications are being sent to all
affected users.

Note: At this point, the request is now
approved. No further action need be
taken until the verification procedure
after training has taken place.
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